
Understanding and 

Using the Plan Room



Agenda

·Portal Accounts for BuildSA

ƁAccessing the Plan Room

·Review Packages

·Types of Documents

·Review Comments 

ƁIssues, Conditions and Notes

·Downloading Approved Plans



Portal Account

·Required to do business on - line

Ɓ24/7 access

ƁApplications on - line

ƁUpload documents ïdownload 
approved plans

·Submittals of Update designs 
after permits are issued





ACCESSING THE 
PLAN ROOM



Opening Plan Room

·Screen after Submittal
·Through the Record (1)
·Through the blue Link (2)
·Through an e -mail link



Plan Room Summary



Plan Room 
Creating a Review Package



UNDERSTANDING 
REVIEW PACKAGES



Review Packages

·Documents are submitted in 
multiple Review Packages for the 
life of Plan Review



Review Packages

·Locked Review Packages
ƁOnce a review package is created and 

finished, it is submitted to the City and 
becomes locked for additions or deletions
ƁLocking a submitted review package is the 

Plan Room way to manage document 
control, so that the City knows each sheet 
being reviewed is the latest sheet.

·Documents that are of the type 
Attachment are never locked from 
submitting at any time. ( submitting 
attachments outside a package does 
not create a review task for the City )



Review Packages

·Opening a Review Packages
Ɓ 1. Reopen an existing package to 

correct mistakes is by phone call, or e -
mail
¶ The City can re -open an existing package to add, 

change delete a file (process does not notify City the 
revised package is ready to review)

Ɓ 2. New Review Package is created for 
new documents by Plan Reviewers 
setting the Technical Review to 
ñAdditional Information Requiredò 
whether new plan sheets are needed or 
just has questions to be answered.



Document Upload Download

·During Plan Review

ƁOriginal Review Package

ƁRevised Review Packages

ƁPartial Permit PDF ( e-mail )

·Approved Construction Plan

ƁDownload and Printing

·After Plan Review

ƁPost Permit Upload and Reviews

ƁDocuments upload for Inspections



THREE TYPES OF 
DOCUMENTS



Electronic Documents

ÅThree types 

ÅPDF ONLY ïmoved to the Plan Room

ÅPlans ïSplit into sheets

ÅAllow markups

ÅSupporting Documents 

ÅAllow markups

ÅMay be non -PDF ïOnly in FileNet

ÅAttachments

ÅNo markups





Electronic Construction Plans

Plans are pdf only and are any files chosen as type:
Å Construction Plan
Å Floor Plan Existing
Å Monument Engineered Plan
Å Site Plan
Å Traffic Plan
Å Tree Preservation Plan

File names may be any legal file name
Most construction documents are type ñConstruction Planò
Submit one file or many files
No duplicate sheet numbers across files
Best practice: include a Table of Contents for each pdf



Electronic Supporting Documents

Supporting Documents are pdf only and reports typically:
Å Smoke Control Report
Å Special Inspection Determination
Å Specification
Å Storm Water Management Plan
Å Fire Flow Test
Å Tree Survey
Å Etc.é

File names may be anything but best to be descriptive
Submit one file for each type of supporting document
Not broken into sheets and need no sheet number



Attachment Documents

Most documents are attachments
Attachment Documents do not need to be pdf:
Å TIA worksheet
Å Affidavits
Å Forms
Å Letters
Å Tree Aerial Photo
Å Etc.é

File names may be anything but best to be descriptive
Submit one file for each type of attachment document
Do not go into the Plan Room and not marked up
Not broken into sheets and need no sheet number



REVIEW COMMENTS

ISSUES

CONDITIONS

NOTES



Plan Review comments
· Issues
ƁOften attached to a sheet from Plans

ƁMay be a question, concern or direction not 
attached to any individual sheet

ƁMay be a question or a request to update a sheet / 
design

ƁRequired to be answered in the Portal Plan Room

·Conditions
ƁApproval Comments that will be printed on approve 

plans ïconditions that inspector will look for

·Notes
ƁNotes are printed on the plan but are not critical for 

inspectors to look for, i.e. informational



Electronic Plan Review (EDR)
Customers see all Issues from Plan Review and must 
answer each issue to upload a new Review Package




